
 

 
 

ANNOUNCEMENT OF INTENT TO FILL A NON-MERIT POSITION 
EQUAL OPPORTUNITY EMPLOYER 

 
JOB TITLE: MH Legal Assistant NUMBER:  10-04 
 
JOB CODE: L4000 DATE:  04/30/2010 
 
SALARY RANGE: 61 ($26,464.80 - $40,252.80) PCQ#:  8813181 
 
JOB LOCATION: Department of Mental Health 
 RSA Union Building 
 100 North Union Street 
 Montgomery, AL 36130-1410 
 
MINIMUM QUALIFICATIONS: Certification from a college or university accredited by 
the Southern Association of Colleges and Schools as a Legal Assistant or completion of a Legal 
Studies or Paralegal program.  Preference will be given for some (at least 12 months or more) 
experience. 
 
KIND OF WORK: This is responsible work in providing technical and administrative 
assistance to attorneys within the Bureau of Legal Services of the Department of Mental Health.  
Employees in this class are responsible for performing routine research into legal sources.  The 
information obtained represents basic materials for the issuance of opinions and the conduct of 
litigation.  Employees may assist in, and in less complex cases are responsible for, the 
preparation, summarization, and interpretation of legal documents and pleadings.  The employees 
may conduct routine investigations, as well as perform other administrative duties.  It is 
necessary for the employees to work independently with a minimum amount of supervision. 
 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: It is necessary to have a good 
working knowledge of the general aspect of the law, knowledge of English, spelling, and 
punctuation, knowledge of legal documents, forms, and terms, and knowledge of sources of 
authority concerning legal questions.  Also it is necessary to have the ability to plan, organize, 
and present factual information in an orderly sequence, the ability to research topics, analyze and 
present ideas effectively, both orally and in writing, and the ability to use the computer, various 
computer programs, and internet resources. 
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METHOD OF SELECTION: Applicants will be rated on the basis of an evaluation of 
their education, training, and experience and should provide adequate work history identifying 
experiences related to duties and minimum qualifications as mentioned above.  All relevant 
information is subject to verification. 
 
HOW TO APPLY: Use an official application for Professional Employment (Exempt 
Classification) which may be obtained from this office or by visiting our website at: 
www.mh.alabama.gov.  Only work experience detailed on the application will be considered.  
Additional sheets, if needed, should be in the same format as the application.  Resumes will not 
be accepted in lieu of an official application.  Applications should be returned to Human 
Resource Management, Department of Mental Health, P.O. Box 301410, RSA Union Building, 
100 North Union Street, Montgomery, Alabama 36130.  Copies of Licenses/Certifications should 
be forwarded with applications or furnished during the interview. An official copy of academic 
transcripts is required and must be forwarded by the college or university to the Human 
Resources office at the above address. 
 
DEADLINE:  May 14, 2010 


